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Annorauuns K paboueit nporpaMmme AHCHHILIHHBI
«ToxkymenTauHonHoe obecnetenne ynpasaciisy
38.02.01 DxoHoMHKA H OyXraiaTepeKuil yuer (no orpaciasam)
(no mporpamme yriyoiensoi NOATOTOBKH)
1.1. CoorsercrBue y4eOnod JAHCUHILIHHDI nporpamMme  MOJAroTOBKE
CIEHHAJMCTOR CPeIHero 38ena 10 CneuHaabHoCTH.
PaBouas mnporpamma y4eOHOH AHCLMILIMHEI paspaborana Ha OCHOBE denepanbHOTO
FOCYIAPCTBEHHOTO 00pa3oBaTebHOTO  CTaHAapTa (®roC) CIIO no cnenHanbHOCTH
38.02.01 «DxoHoMuKa 1 Gyxraarepckuil yuer» (110 oTpacis M)
1.2. Mecro y4eOHOH AMCUMINIHHBL B CTPYRTYpPE nporpaMmel MOAFOTOBKH

CNeHATHCTOB cpeanero 3BeHa: obmenpodeccHoHaNIbHas JUCIMIUIAHA
poecCHOHAIBHOTO Y4eOHOTO LKA,
1.3. Hean wu 3agaun y4eOHOH AMCHHILTHHBL — tpeboBaHHA K pe3y/ibTaram

ocBoeHHs yueOHONH AUCIHILIHHBL

1.3.1 B pesynbTaTe OCBOSHHA yueGHOH AUCIHILIMHBL CTYACHT LOJIKCH yMenmtb:

- o(hOpMIISITH AOKYMEHTALMIO B COOTBETCTBHH € HopMaTUBHOH 0a3oil, B TOM HMCIIC
MCIIOb3YA HHPOPMaLMOHHBIE TEXHOJIOIHH;

- OCBAMBATD TEXHOJIOTMH ABTOMATH3HPOBaHHOH 00paboTKH JIOKYMEHTAIIHH,

- MCTIO/IB30BaTh YHH(HUIUMHPOBaHHBIE POPMBL IOKYMEHTOB;

- OCYIIECTBJIATh XPaHEHHE H MOHCK AOKYMEHTOB;

- OCYILECTBIATh  TEJEKOMMYHHKAIMOHHbIE — TEXHOIOTHH B IIEKTPOHHOM
NOKYMEHT000O0pOTE.

1.3.2 B pesynbrare 0CBOCHHS y4eOHON MMCUMILINHDL CTYACHT JIOJKEH 3HANb!

- [IOHATHSA, LE/IH, 3a/1a4i | IPHHIIHIBI AeT0NPOH3BO/ACTEA,

- OCHOBHBIE TIOHSTHS JOKYMEHTALHOHHOro obecneder s yrpaBIeHH s,

-CHCTEMBI JIOKYMEHTALHOHHOI0 00eCcTeeH sl yIpaBIeHs;

- KnaccH(pUKalMIO JOKYMEHTOB,

- Tpe0oBaHUs K COCTABJICHUIO I0KYMEHTOB;

- OpraHM3alMIo JIOKyMEHTO000pOTA: MPHEM, 06paboTKy, perHcTpauuio, KOHTPOIIL,
XpaHeHHe JOKyMEHTOB, HOMEHKIaTypy Ae.

O6mue KoMIeTeHIHH:

OK 1 TloHuMaTbh CYIIHOCTh H COLHMalbHYIO 3HA4YHMOCTDH cBoeil OyayLIeH
npodeccHu, MPOsABIATE K HeH YCTOHYMBEIH HHTEPEC.

OK 2. OpraHu3oBbiBaTh COOCTBEHHYIO ACATEILHOCTD, onpeieniTh METOAbl M
criocobpl BITOMHEHNS NpohecCHOHANBHBIX 3aaa4, OLCHHBATL MX 3 (PeKTHBHOCT H
Ka4ecTBo.

OK 3. Pewars npoGiemsl, OLEHHBaTb PHCKH H  [PHAHMATL peleHHs
B HECTAHJIAPTHBIX CHTYaLHsIX.




OK 4. OcymecTBlsATh MOHCK, aHalIH3 W OLEHKY nHbopMaluy, HeoOXONUMOH J171s
OCTAHOBKH ¥ pellieHHs npodeccnoHalbHbIX 3azad, npodecCHOHANTBLHOTO 1 JIMYHOCTHOTO
pasBUTHA.

QK 5. Wcnoap3oeark ﬁH(pnpmauHoHHD-mmmynmcauummme TeXHOJOrHH  [UIA
COBEpILEHCTBOBAHUA npodeccHoHATLHOU NeATeNIbHOCTH.

OK 6. PaGorars B KOJIEKTHBE H koMmange, oOecreuMBaTb €€ CIiIoueHHe,
> heKTHBHO 0BLIATECSA € KOILICramu, PYKOBOJICTBOM, noTpeOUTENIMH.

OK 7. CraBuTh liejld, MOTHBHPOBATh NeATe/IbHOCTE MOJAIHHEHHBIX, OpraHH30BbIBATD
M KOHTPONMpOBAaTh MX padoTy ¢ npuHsTHEM HA Cce0s OTBETCTBEHHOCTH 3a pesy/ibTar
BBITIOJIHEHMS 3aIaHHH.

OK 8. CamocTosTelbHO ONpeeiaTh 3124y MpodecCHOHAIBHOro pa3BHTHA,
saHHMATBCS caMo00pa3oBaHKHeM, OCO3HAHHO [IaHUPOBATh MOBBILICHHE KBaTU(UKALIHH.

OK 9. BeITh FOTOBBIM K CMCHE TeXHOJIOr!it B IIPOhecCHOHANBHOH AEATEILHOCTH,

I[Ipodecconanbubie KOMIETEHLHI:

1K 1.1. O6pabarbiBarh NEPBUIHLIC DyxraaTepcKue J0KyMeHThL.

[1K 1.2. PaspabaTbiBaTh U COTJIACOBRIBATE C PYKOBOJICTBOM OpraHn3aliy pabouuii
[IaH cueToB GyXraaTepcKkoro yHera oprann3alii.

T[IK 1.3. IIpoBOAUTh yHeT ACHEKHBIX CPEACTS, odopMIIATE JEHEHHBIE H KaCCOBBIC
JIOKYMEHTBI.

[MK 1.4, @opMupoBaTh OYXIaaTEepCKHE MPOBOJIKM 10 yuery HMMYIIeCTBa
opraHu3alKy Ha OCHOBE pabouero j1aHa cHeToB OyXIra/lTepcKoro y4era.

[1K 2.1. ®opmupoBaTh OyXrajaTepcKue NPOBOLKH TIO yueTy MCTOUHHKOB HMYIIECTB
opraHu3aiuu Ha OCHOBE pabouyero riaHa c4eTos OyXrantepckoro y4era.

[IK 2.2. BoimoausTs MOpy4eHHs pPYKOBOACTBA B cocTaBe KOMMCCHH 110
MHBEHTAPU3ALMN HMYLIECTBA B MECTAX €10 XpaHeHHs.

[TK 2.2. ITpoBoauTh NOArOTOBKY K UHBEHTAPH3ALMI 1 TIPOBEPKY ACHCTBHTE/ILHOIO
cOOTBETCTBHS (PAKTHHECKUX AaHHBIX HHBEHTAapH3alii JNAHHBIM YUeTa.

MK 2.3. Orpaxarb B OyXraiareépckux MNpOBOLKAX 3ayeT M CrucaHHe HeLoCTadH
yenHocTell  (peryJMpoBaTh  MHBEHTapH3alMOHHBIC pasHMIBI) MO  pe3ybTaraM
MHBEHTapH3aIHH.

[1K 2.4. TlpoBoauTh MPOLEIYPbl HHBEHTAPU3AIMH (MHAHCOBBIX O00A3ATENLCTE
OpraHv3aluH.

[1K 3.1 ®opmuposath OyXraaTepcKue NpoBOAKH TI0 HAYHCIIEHHIO Y MEePeHHCICHHIO
Hanoroe U cOopoB B OIOKETbI pas/IHiHbIX ypoBHei

[TK 3.2 OdopMIaTh IJIATeHHBIE TOKYMEHTBI JULA nepeyHc/IeHHs] HaloroB H cbopos
B GIO[KeT, KOHTPOIMPOBAThL HX TMPOXOKACHHE MO pacyYeTHO-KACCOBbIM OaHKOBCKHM
ornepauusaM

[TK 3.3 ®opmupoBath OyXrajnTepckue NpoBOAKH 110 HAYMCIIEHHIO W MepeyHCcIeH IO
CTPAXOBBIX B3HOCOB BO pHebomKeTHBIE QOH/IBI

ITK 3.4 OchopMIsTh [JIaTeKHbIE AOKYMEHTBI Ha nepedrclieHHe CTPAXOBbIX B3HOCOB
50 BHEGIOWKETHBIE (DOH/IbI, KOHTPOIHPOBATE HX NPOXOAACHHE TIO pac4eTHO-KacCoBbIM
HaHKOBCKHM Ollepaluam.

[IK 4.1. OrpaxaTh HapacTAalOLHM WTOTOM HA CHETAaX OyXralaTepckoro y4era
uMylIecTBeHHOE H (UHAHCOBOE MMOIOKEHHE OpraHM3alLuy, OINpe/eNaTh pesyabTarhl
xO38iCTBEHHOI e TeTbHOCTH 33 OTYETHBIH NeproL.




[IK 4.2. Cocrapuath (GOpMBI Gyxrantepckoil OTHETHOCTH B YCTAHOBIICHHBIC
3aKOHO/1aTebCTBOM CPOKH.

K 4.3. CocTaBiaTh HajoroBblie AeKIapaillii o pastoram u cbopam B OIOUKET,
yanorosbie fekmapaumn no ECH n hopMBl CTATHCTHYECKOH OTHETHOCTH B
yCTaHOBIICHHbIE 3aKOHOIATENLCTBOM CPOKHL.

[IK 4.4. TlpoBomuTh KOHTPOJIb M AHATHI undopmaus 00 HMYyLIeCTBE
(hUHAHCOBOM TOJIOXKEHHH OpraHn3atliy, ee maTexecnocoOHOCTH H IOXOIHOCTH.

[TK 5.1. Opranu30BbIBaTh HAJIOrOBBIH y4eT.

[IK 5.2. PaspabaThiBaTh U 3alI0HATH [EPBUIHbIC yueTHbIE JIOKyMEHTBI H PErHCTPBI
HAJIOTOBOTO y4eTa.

[1K 5.3. TIpoBOAMTE ONPEIeICHHE HasoroBoii 6a3pl A8 pacyera HaJIoros H cbopos,
obs3aTebHBIX A4 YIUIaThl.

MK 5.4, TlpumeHaTb HAJIOTOBBIE JLIOTHL B MCMOJB3YeMOH  CHUCTEME
HATTOr0O6IOMKEH S TIPY UCUUCICHHH BeHYMHBI HAJIOrOB H cGopos, 00A3aTENBHBIX LI
yIUIaThl.

[1K 5.5. TIpoBOJAUTB HAJIOTOBOE TIIAHUPOBAHHE nesTe/bHOCTH OpraHH3ailiy.

1.4 CTpyKTYpa H coepKaHHe y4e0HOii IHCUHIVIHHBI

HaumeHOBaHHE pa3/iesioB H TEM

Paszen 1. JloKyMEHTHpPOBaHHe yNPaBIeHYECKOH IeATeLHOCTH

Tema 1.1. Beenenue. JIokyMeHT 1 cHCTeMa JI0KyMEHTaLlMH

Tema 1.2. Opranu3alnoHHO-PaCIOPAANTEILHBIC JIOKYMEHTBI

Tema 1.3. Kagposas J0KyMeHTalu#A

Tema 1.4. JlenesxHble 1 (QHHAHCOBO-PACHETHBIC OKYMEHTEI

Tema 1.5. JloroBopHO-NpaBoBas JOKyMEHTALIHA

Paszen 2. Oprauu3saiis paboThl € JOKYMEHTAMH

Tema 2.1. TMonsitve J0KYMeHT0000pOTa, perucTpaunusd AOKYMCHTOB. HcnonHeHue
nokyMeHTOB. KOHTPO/Ib HCIIOTHEHHA.

Tema 2.2. Opranu3aius ONepaTuBHOr0 XpaHeH!: TOKyMEHTOB

Tema 2.3. [ToaroToBKa JOKYMEHTOB K apXHBHOMY XPaHEHHIO

Tema 2.4. Ucnionb3opanne [I9BM B 1e710npOH3BOACTBEE

[peicenarens NpeaMeTHOH (UHKIOBOH) KOMHCCHH
ryMaHHTapHbBIX JHCLHILIHH / 0.C. Abanacbena
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